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iSHHUlfrlftt FOR j Director of I'ersonnel 
FiiOti t Deputy Comptroller 

SUL J. OS * Accounting System fer the otomae Recreation 

Association. 

- o.EMGf: t Hamerandum to director of Persona*! from 

Comptroller dated 8 July 1957 regarding report 
of «udit cm Fotcsaac Recreation Association 

dated 1? ,pril 1957. 


1, On the beats of a verbal request from dies 

of yaw r Office Id res pome to reference, the Teohnicea aecourrcxng 
Staff has developed a proposed accounting system for the Potomac 
Recreation aseesjat toa. the proposed system has been discussed 
informally with Hr, | |of the Employee sections 

branch, m outline of the proposed system is attached, and it is 
recas^wndcd that it be adopted as soon as practical# 

2 . This Office will be glad to discuss any questions you 

nay have concerning the proposed system and to assist in any way 
we can in placing toe proposed s ystem into offset. ^ 
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Accounting system for the 
fotoraae Recreation <*$eoci.>tion 


Gener al 


"hie accounting: system provides for the Main- 


tenance of a "Josh and General Journal* Section 11) and a ’’.eoeral 
.454g*r" (See boot ion III), 

a * j&toSfiBgj&g • &••«*> disbursement will be supported fey either ( i) a 
statement or invoice or (2) a check request (exhibit iWati ached) , 
approved for payiMet by a duly designated official of the ^eociatlon. 
duch supporting doewmentsUon will indicate the number and date of 
the check is s vied and will be filed in a documentation file, liider 
this procedure it will be necessary to complete the check stubs to 
indicate the date, number , payee, and ameer t of the checks anti the 
retraining cash bel&nee in the bank , 

c * deoedolc - Praaaabered receipts shall be prepared in duplicate for all 
funds received by the Fotomc Seoreation Association, The original 
should be given to the individual from when the funds are received and 
trie duplicate should be retained intact in the receipt book in support 
of the cash received entries in the cash and general journal. 

d. /PBOOsita «* hepoeits shall be made systematically and shall include all 
amounts received subsequent to the date of the lest deposit, ie;>orit 
tickets shall be prepared in duplicate and the receipted duplicate depot.it 
slip shall be held la the document tion file as evidence of the deposit 
in lieu of & bank book. When deposits nre made, the date of the deposit 
will be noted in the dote of deposit column of the cash and general 
journal on the same line us the last cash collection included in the 
deposit. 
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f . Bank reconcilement. - The each on hand and in bank account shall be 
reconciled each month with the rtofttfcly bank, statement, 
f. petty vsh - She petty cash account shall be maintained on an imprest 
basis and no entries will be saade t o the account except for increases 
oa* decreases in the rurant at, which t toe account is 'to he sadntained. 

• Bach payment from the petty cash find will be evidenced bgr a receipted 
invoice or other appropriate document a tlon toe 'ding in justifiable 
cirmaatancer a si^le det;cription of the transaction* She su® of petty 
cash on hand and <toc\»rwmtation evidencing vaywerrU mast at all times 
equal the established amount of the fund. The petty cash account shall, 
be reimbursed at least quarterly; the receipted invoice?? and other 
documentation supporting payuente made from the account shall be attached 
to the cheek re-^aeat form In support of the reimbursement check. 



vt the end of each month.* 


the columns of the "Cash and General Journal" shall be totaled; after it 
is determined that the mrt of the debit columns equal the mm of the 
credit columns, the column totals except the * ther" columns shall be 
posted in surraary to the general ledger accounts, items entered in the 
*t iiher* columns m y be either summarised by account number and posted 
in snwafttry or may be posted individually to the general ledger accounts 
Involved* as ray be desired, vftor the postings are completed a 
dstersdnolion should be made that the mm of the debit account balancer Is equal 


to the ©n« Of the credit account balances* 


B. rieoprts *» A “statement of Income and Expense* (See Exhibit ’’>*) and 


a "Statement of Condition” (fee Exhibit *0’} &H,.ll be prepared at 


ler.st ae«i«annua lly. 
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<r* 

XI, and General 4eumal 

i a cl'. disbursement end eacn receipt shall be entered on this fora 
In the appropriate columns. Ghee numbers shall be recorded In the 
reference awber coluran prefixed vlth a !*#.» C-l* C-*2» etc* The 
ph/ee and purpose of each check hall be shown in the «j^»laitetion column. 
Receipt mashers shall fee Plnllarly recorded, prefixed vlth an *H W . 1.*.* * ! <-l 
8-2, etc. The source and purpoise of each collection ehsli be shown in 
the explanation column. Transactions for which special columns are not 
, Provided will be entered in the "Other’’ column*, with the account number 
being noted in the colas;; provided for that purpose. HleceUaneoue 
transactions not Involving, receipts or disbursement© such ae bank service 
chain .e© or be annual closing entries shall be recorded In the "Other" 
columns of this primal vith a full description of the transaction*. 

TXT. General Ledger Mmafat 

The general ledger accounts listed below arc prescribed at this tiiks. 

Other accounts may be eetablished an needed. separate 3 os’ **■ column 
ledger rhe-t shall be maintained for each account. 

10 - or*, ugaii, and In Bans. - This account represent- the amount of All cash 

on hand *&.'■ in bank, except petty cash. Debit this aeeerart with all c&sh 
received and credit this account with the amount of ell checks written 
vJid with bank service chargee. 

20 - tatty Gash ianreft fund - This account represents the amount of the 
petty cash imprest fund which is maintained for niscelianeour types of 
disbursement. $ that es/wt reasonably be made by check. :J ebit oa* credit, 
this account, only with increases end decreeses in the amount of the established 
fund . 
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no - agate - ’■nts aoowmt tn. o ™""!*** 1 worn of lnooa. »er 

ncpMnes. This iccmrnt '.;U1 be adjusted as of the end of e oh fiscal ymiT 
through the transfer t.» it of the taetances o' the Orahts l*crf»d account. 
-asoeUaneous Incooe ac-ouot. the several projects and ocUrttles accounts. 

ami the HtseelUnsous Expense account. 

account represents the grants received during the 

year fro® the CJU. v. elf are assistance 

jj - aaaMwaa .flag* ■- *»■ s » 3 “ t ' reMl ™ d oth ”' 

than urwits free the Ole -elfar. .aid t.:r.ee Joard which do not relate 
to particular projects or activities. 

60 - Mmm - «*• ****** re^esenta miscellaneous expeneeu 

paid which do not relate to particular projects or activities. 

70 through 99 - elects anJ Aptivitiee ixaonao mOU6* * A ®* J>a '' 3t# 
account numbered and titled as desired will be iwintained fas* each project 
or activity sponsored by the ablation. Dues, donations, or aesessmnts 
collected from employes participating in a particular project or activity 
be credited to the applicable account. autoarseiae nt» chargeable to 
a particular activity will be debited to the applicable account. 

Motet the balances of accounts hos. & through 99 above will be transfer red 
as of the end of each fiscal year to account ho. 4-0. 
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Purpose t 


Potomac Secret Ion Association 
Check iiequest 


wnmt 


KxniBrr a 



Faiii by Check Uo. 


Approved for payment by_ 
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F^ton&e Recreation Aseooiation 
Statement of Xneopw end Expeoae for the 
period July X« through 1'? — 


Mm 


ibis Period 

iasaag. 


i p i / 


Cumulative 

(July L. 

laoeae. 


Etc. 

Gross Totals 


$ XXX 


?iet ineowe (or expense) 
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